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Welcome to Microsoft 
Communique Tips & 
Techniques. There are 
separate issues of Tips & 
Techniques for the Macintosh 
and MS-DOS/Windows 
platforms. We trust that this 
makes it easier for you to find 
relevant tips quickly. 

The topics in each version 
of Tips & Techniques are 
substantially the same, but 
readers of both versions will 
find platform-specific tips and 
techniques as well. 

If you have a problem that 
you would like us to talk about 
in a future issue, please write 
to Microsoft Communique 
Tips & Techniques, PO Box 91, 
North Ryde NSW 2113. 
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Using Pivot Tables in Excel 5.0 


How often have you had to 
summarise data in a database or 
long list of items? 

Have you had to do it by 
hand? Well you don’t any more 
because Excel’s incredibly 


powerful (and fast) PivotThble 


generator will do it for you. 


Don’t be put off by the 
fancy sounding name. Work 
through the following tutorial to 
find out exactly how easy it is. 

1 Start Excel 5.0 for Windows then 
enter the data from Figure 1. 


I A- J— tisLi ...c J 


ereon Date Amount 

' 20/02/94! 

25/02/94 
21/02/94 
22/02/94 
15/03/94 
16/03/94 
10/01/94 
17/01/94! 


The data shows the date on 
which a salesperson made a 
sale and the value of the sale. 

You are going to create a 
summary of the data per month 
showing the total of each 
person’s sales. 

2 Move the cell cursor to El. 

3 From the Data menu choose 
PivotTable. 

The PivotTable Wizard 


4 On the first screen choose the 
Microsoft Excel List or Data¬ 
base option, then choose Next 
On this screen you specify 
the range of the data that you 
want to summarise. 

Make sure that you include 
any row or column headings in 


the range. 

5 In the Range field, type A1:C9 or 
drag over the range of cells with 
the mouse. Choose Next. 

The window displayed now 
is very important for structuring 
your table. 

Notice that the headings at 
the top of the data columns are 
displayed on the right side of 
the window (Figure 2). 



FIGURE 2 

In this case you want the 
names of the people at the top 
of the columns and the dates 
down the left side of the table. 

In the data area you want the 
sum of the amounts. 

6 Click on the Person field and 
drag it to the Column area 

7 Click on the Date field and drag 
it to the Row area 

8 Click on the Amount field and 
drag it to the Data area 

You have now described the 
structure of the table. 

9 Choose Next 

Leave each of the options 
selected in this screen. You have 
now finished entering the 
information required to create a 
simple PivotTable. 

10 Choose Finish and the 
PivotTable summarising the 
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CONTINUED FROM PAGE I 



FIGURE 3 


data is displayed (Figure 3). 

Notice that the dates have 
been sorted into date order, but 
they have not been summarised 
in any way. 

Excel 5.0 has a powerful 
grouping facility. We’ll use just a 
simple example here. 

You should be able to see 
the Query and Pivot Toolbar 
shown in Figure 4. 
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FIGURE 4 

. 11 Click on one of the dates in the 
PivotTable and then click on the 
Group button on the Query and 
Pivot toolbar (it is the right¬ 
facing arrow). 

12 The Grouping window appears. 

Notice that the beginning 
and end of the date range have 
been displayed and a number of 
groupings are suggested. 

13 Choose Months then choose 
OK 

The PivotTable is immed¬ 
iately changed and the dates are 
displayed by month: 



FIGURE 5 


Using frames in 


Many manuals and reports use 
a design feature such as a small 
box with the chapter number in 
it on every page, with its 
position in the outside margin 
gradually moving down the 
pages as you go from one 
chapter to the next It enables 
readers to quickly flick through 
the document and find the 
chapter they are looking for. 

You can easily create this 
effect in Word 2.0 for Windows 
by inserting a frame in the 
header or footer for each 
chapter. You place the 
‘migrating’ box in the frame and 
then position it exactly where 
you want it for each chapter. 

Here’s how you might create 
boxes for Chapter 1 and 
Chapter 2. 

CREATING A FRAME 

1 Create a new document 

2 From the View menu, choose 
Header/Footer. 

3 Choose Header then choose 
OK 

4 From the Insert menu, choose 
Frame. 

Notice that the cursor has 
changed to a cross-hair. 

5 Draw a frame at the top of the 
header, bearing in mind that it is 
going to be 1 cm wide. Don’t 
worry about making it exact 

Your header should now 
look something like Figure 1: 
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FIGURE I 


The dialog box will 
resemble the one in Figure 2, 
although the numbers may be 
slightly different. 



FIGURE 2 

2 In the Width box, make sure that 
Exactly is selected and in the At 
box beside it, type 1 cm. 

3 In the Height box, choose 
Exactly and in At, type 2.5 cm. 

4 In Horizontal Position type 18.5 
cm and in Relative lb choose 
Page (i.e. start the frame 18.5 cm 
from the left edge of the page). 

5 In Vertical Position type 2,5 cm 
and in Relative To choose Page 
(i.e. start the first box 2.5 cm 
below the top). 

Your dialog box should now 
look like Figure 3. 



FIGURE 3 

6 Choose OK 


SIZING AND 
POSITIONING THE 
FRAME 

1 With the insertion point still in 
the frame, from the Format 
menu choose Frame. 


FORMATTING THE BOX 

Now you have to make the box 
black and set the line spacing. 
The line spacing allows you to 
control where the number will be 
positioned vertically in the box. 



























































Word 2.0 headers 


1 To make the box black, make 
sure the insertion point is still in 
the frame. Then from the 



Format menu choose Border. 

2 Choose Shading. 

3 In Pattern, choose Solid. Your 
dialog box should look like this: 


FIGURE 4 

4 Choose OK twice to return to 
the document. 

5 With the insertion point still in 
the frame, from the Format 
menu choose Paragraph. 

6 In Line Spacing, choose Exactly 
and in At type 3 li (this will 
vertically position the text 
slightly above the centre of the 
box when it is printed). 

7 In Alignment choose Centered 
to centre the text in the box. 

8 Choose OK 

FORMATTING THE 
TEXT 

The final step is to format the 
text in the box. 

1 From the Format menu choose 
Character. 

2 In Color choose White. 

3 In Points choose 18. 

4 Choose OK 

5 Type! to make the box for 
Chapter 1. 

The header Should now 
look similar to Figure 5. 



FIGURE 5 

If you were to switch to 
Page Layout view you would 
see'the flame in its correct 


position outside the right 
margin. We have decided to use 
Normal view so that you can see 
the use of the Link to Previous 
button later in the tutorial. 

6 Choose Close to close the 
header. 

7 Type ‘Chapter 1’ so that you 
have some text in your 
document, thenpress enter . 

If you want to try this with 
one of your own documents and 
it is double-sided, you’ll have to 
choose Odd Header first, then 
repeat the process with Even 
Header. The horizontal position 
of the even header’s frame 
would be something like 1 cm. 

VIEWING THE BOX 

1 Press CTRL + enter a few times 
to create some page breaks. 

2. Press CTRL + home to return to 
the top of the document. 

3 From the File menu, choose 
Print Preview. Press PAGE DOWN 
a few times to scroll through the 
pages. See how the box appears 
on each page. 

■ 4 Choose Cancel. 

5 FYess Ctrl + end to ensure that 
you’re at the bottom of the 
document 

CREATING THE BOX 
FOR CHAPTER 2 

You’re now going to insert a 
section break so that you can 
create a header for Chapter 2. 

1 From the Insert menu choose 
Break. 

2 In Section Break choose Next 
Page. 

The dialog box should look 
like Figure 6 on page 4. 

3 Choose OK 

Notice that a section break 
has now been inserted into the 
document 

4 Make sure the insertion point is 

CONTINUED ON PAGE 4 


Chapters in 
different files 

If your chapters are in different 
files there is no problem in 
having a different header for 
each one, Just copy the frame 
that’s in the first file and paste 
it into the header of the second 
file. Then change the vertical 
position and its number. 

Using Word 6.0 
for Windows 

You’ll find that it’s even simpler 
setting up frames in headers or 
footers in Word 6.0 for 
Wmdows than it is in Word 2.0 
for Windows. 

Keep the following points 
inmind: 

Some of the menu names are 
slightly different For example, 
the Character menu in Word 
2.0 is called Font in Word 6.0, 
Border is called Borders and 
Shading, and Header/Footer is 
called Header and Footer. 

It is easiest if you work in Page 
Layout mode when you are 
working with headers and 
footers: Switch to Page Layout 
by choosing it from the View 
menu. Once you’ve created the 
header, read page 7 for a-tip on 
how to swap between the body 
of the document and the 
header. 

Before you change the box’s 
vertical position and the 
chapter number in the second 
section, turn off the Same as 
Previous button. It’s the fourth 
one along on the Header and 
Footer toolbar. Otherwise, 
when you make the changes, 
the flame in the first section 
will be changed too. 
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FIGURE 6 

in the new section. (You will see 
Sec 2 on the status bar if it is.) 

5 Type Chapter 2 then press CTRL 
+ ENTER a few times. 

6 From the View menu choose 
Header/Footer. 

7 Choose Header then choose OK 

Notice that the frame from 
the first header is, by default, 
identical to the new one. (You 
can also tell they are the same 
because Link to Previous is 
greyed out) 

8 Make sure the insertion point is 
in the frame. Then, from the 
Format menu, choose Frame. 

You now have to calculate 
the vertical position of Chapter 
2’s box. The box is 2.5 cm high 
and starts 2.5 cm from the top of 
the page (i.e. the bottom is 5 cm 
from the top). 

To make the second box 
start where the first one finishes, 
its vertical position needs to be 
5 cm down the page. 

9 In Vertical Position, type 5 cm 
then choose OK 

Notice that Link to Previous 
is highlighted. By changing the 
header, you’ve broken the link 
with the first one. 

10 Replace the 1 that is in the box 
with 2 to signify that this is 
Chapter 2. Then choose Close. 

VIEWING THE BOXES 

1 Press CTRL + HOME to return to 
the top of the document. 

2 From the File menu, choose 
Print Preview. 

3 Keep pressing PAGE down and 
eventually you’ll see the box 
which contains Chapter 2, 
slightly down the page. 


Using baekgroun 


Many publications contain text 
or design elements that appear 
on every page (or most pages). 

Examples are headers, footers, 

page numbers, logos and 
watermarks. 

If you are creating a 
publication that contains any 
text or design elements that will 
appear on every page, you can 
place them on a background 
page. Then they will appear 
automatically on every page. 

Every Microsoft Publisher 
2.0 document has at least one 
background page. If your 
publication is double-sided you 
can have two, one each for right 
and left pages. 

As well as saving time, by 
placing design elements on a 
background page you ensure 
that they are consistent They 
will be exactly the same size 
and in exactly the same place 
on every page. Consistency is 
an important aspect of good 
design. The recurring design 
elements help to unify your 
publication. So, using 
background pages should make 
your publication look just that 
much more professional. 

Once you have set up your 
background pages, you then 
create the text for each page on 
foreground pages. The fore¬ 
ground pages are like trans¬ 
parent overlays that sit on top 
of the background pages. The 
items on the background pages 
show through the overlay. 

In this tutorial you’ll create 
a watermark using WordArt 
which will print the message 
‘Draft! For internal use only’ 
diagonally across every page. 
You’ll also create a footer 
consisting of two lines and the 
page number. All these items 
will be placed on a background 
page. 


CREATING THE 

WORDART 

WATERMARK 

1 Start up Microsoft Publisher 2.0. 
Choose Start from Scratch, a 
Full Page layout, then choose 
OK 

2 To switch to the background 
page, from the Page menu 
choose Go to Background (or 
use the shortcut, ctrl + m). 

Notice that the status bar 
changes to show that you are 
looking at the background (see 
Figure 1). 


_ 


3 Click once on the WordArt tool 
then click and drag to create a 
large rectangle roughly in the 
middle of the page. (Make the 
rectangle about 14 cm by 16 cm. 
You’ll see the measurements on 
the status bar as you drag.) 

Eventually, your page 


should look like the one in 
Figure 2. 
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FIGURE 2 


4 fype the text, which is ‘Draft! 
For internal use only” then close 































pages in Publisher 2.0 


the text window by double¬ 
clicking on the Close button in 
the top left comer of the 
window. 

Now you have to make the 
WordArt text a lighter shade to 
create the watermark effect. 
Yellow looks light enough when 
it’s printed on a black and white 
printer. 

5 From the Format menu choose 
Shading. For the Foreground 
colour, choose Yellow. Then 
choose OK 

Now you will rotate the text. 

6 From the Format menu choose 
Rotation and Effects. 

7 In Rotation choose 46° then 
choose OK 


Now the box should look 
similar to Figure 3. 



FIGURE 3 

8 Click somewhere outside the 
WordArt box to complete the 
procedure. 

CREATING THE 
FOOTER 

Now you have to create the 
footer. First, you’ll insert the - 
automatic page number. 

1 Click once on the text tool, then jpjjjj 
dick and drag to draw a small 
text box (about 1.6 cm wide). 


Place it about 0.5 cm below the 
bottom margin on the right side 
of the page and flush with the 
right margin. 

2 With the text box still selected, 
click once on the number in the 
Zoom indicator on the status 
bar (it is probably 33%) then 
choose Fit to Selection. 

Now you’ll probably have a 1 

400% zoom. 

3 T^pe the word ‘Page’ and a 2 

space. From the Page menu 

choose Insert Page Numbers. 

Notice that a # symbol is 
inserted. When you print the 
document, the page number will 
appear in place of the # symbol. 

4 From the Format menu choose 
Indents and Lists, and in 
Alignment choose Center to 
centre the page numbering in 
the text box. Choose OK 

5 Click once on the Line tool. 

6 From the Format menu choose 
Line and in Line Thickness 
choose 8 pt Choose OK 

7 Now, click and drag to draw an 
8 pt line across the top of the 
text box, as in Figure 4. 
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FIGURE 4 

The final design element is a 
hairline which runs across the 
page and is placed at the top of 
the thick line. 

8 Click once on the number in the 
Zoom indicator and then choose 
Full Page. 

9 Repeat steps 5 and 6, except this 
time choose Hairline. 

10 Hold down the shift key and 



then click and drag to draw a 
line in the position shown in 
Figure 6. 


FIGURE 5 

ADDING SOME TEXT 

To return to the foreground 
press CTRL + M. 

Click once on the Text Box tool 
and draw a text box to cover 
most of the page. 

Notice that the watermark 
disappears. That is because the 
text box is not transparent 
With the text box still selected, 
from the Format menu choose 
Shading. Choose the GEJ style 
(Clear ) and then choose OK 
Either type or import some text 
so that you have some inform¬ 
ation on page 1. 

See how the background is 
visible behind it 

Now create a new page to 
see the effect of the background 
pages. 

Click on the right-pointing 
arrow next to the page number, 
then when you’re asked if you 
want to create a new page 
choose OK 

Notice that the new page 
contains all the elements that 
are on the background. Notice 
too that if you try to select any 
elements of the background you 
won’t be able to. You can only 
edit background elements when 
you are on the background 
page. 

If you like, you can now 
print page 1 of the .document to 
see the effect of the watermark 
behind the text 
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Assigning people to more 
than one task in Project 3.0 


Project 3.0 for Windows allows 
you to assign a person to more 
than one task being carried out 
at the same time. 

For example, with 
supervisory staff you might 
want to split their time between 
two or three projects. 

You can do this by assigning 
their effective work load for a 
given task as a fraction of a full 
time load. 

Before you attempt the 
tutorial, select Task Entry firm 
the View menu . If the Task 
Form in the lower pane is not 
showing Resources, click in the 
lower pane and then from the 
Format menu choose Resources 
and Predecessors. 

1 In the first Name field type Task 
1. Press TAB then type 4d to set 
a duration of four days. 

(This assumes that the 
Duration field is currently next 
to the Name field. If it is not, 
you can set the duration in the 
Task Form in the lower pane.) 

2 In the next Name field type 
Task 2. Press tab then type 6d 
to set a duration of six days. 

Make sure they both start on 
the same day. Do not link them. 

3 Select Task 1 and assign a re¬ 
source called Mary by clicking 

on the Resource button on the IS) 
Toolbar. You’ll need to add Mary 
to the Resource Pool and assign 
a Standard Rate of $20 an hour. 

Notice in the Task Form in 
the lower pane that Mary has 
been assigned to work for 32 
hours (assuming you are using 
an eight-hour day). 

4 Now select Task 2 and assign 
Mary to this task as well. 

5 Add another resource, called 
Jill, to this task, and assign a 


Standard Rate of $25 an hour. 

Notice that Mary has been 
assigned to work for 48 hours 
and that on the Status Bar you 
are being warned that Mary is 
overallocated'. 

You will see the message 
‘Level: Mary’ because you have 
assigned her to work full time' 
on both tasks at the same time. 

6 Select Task 1 then click in the 
lower pane in the Units field 
next to Mary. Change the value 
from 1 to 0.5. 

7 Choose OK. 

Notice that the duration 
immediately doubles, because 
you have asked for her to carry 
out the same amount of work at 
half the effectiveness. 

8 Select Task 2. Change the Unit 
value to 0.5 and the work from 
48h to 24h. Choose OK 

Notice this tinje that the 
duration does not change. 
Notice also that the warning 
message has disappeared 
because Mary can now carry 
out the work required. 

DISPLAYING A 
CUMULATIVE COST 
GRAPH 

Many project managers like to 
see a Cumulative Cost graph so 
they can see how costs will be 
distributed during the project 

You can explore the tech¬ 
nique for displaying a Cum¬ 
ulative Cost graph with the data 
you’ve entered for this exercise. 

One important fact to 
remember about Microsoft 
Project is that the behaviour of 
a view changes depending on 
whether you display it in the top 
pane or the bottom pane. If you 
display the resource graph in 


the lower pane it shows inform¬ 
ation about the resources at¬ 
tached to the task currently 
selected in the top pane. 

If you display the resource 
graph in the top pane, you can 
display information about all 
resources. 

1 Click in the top pane. Hold 
down CTRL and press either the / 
or * on the numeric keypad until 
the Gantt bars fit on the screen. 

If you can’t see them at all, 
simply press ALT + HOME. 

2 From the View menu choose 
Resource Graph. 

A Resource Graph is 
displayed. Probably it shows the 
allocation of time for one of the 
resources. 

3 From the Format menu choose 
Cumulative Cost 

A cumulative cost graph is 
displayed, but it may not be 
displaying the costs for all 
resources. 

4 From the Format menu choose 
Palette. 

The window that appears 
allows you to choose the infor¬ 
mation you want in the graph. 

5 In the Resource Group column, 
in the Total Costs group set the 
Show As field to be Area Set the 
other fields to be Don’t Show,, 


6 Choose OK and a Cumulative 
Cost graph is displayed: 


















Headers and 
Footers in 
Word 6.0for 
Windows 

In Word 6.0 for Windows, when 
you choose View Headers and 
Footers, you go into a special 
Page Layout view so that you 
can edit your headers and 
footers while viewing the 
document as a whole. In this 
view, you can’t edit the body of 
the text 

A shortcut to return to the 
main document once you have 
finished working with the 
header and footer is to double¬ 
click anywhere in the main part 
of the text (the area that is 
‘greyed out’). 



You’ll be returned to 
Normal view, Outline or Page 
Layout view, depending on what 
view you were in when you 
selected View Headers and 
Footers. 

If you are in Page Layout 
view, once there is a header or 
footer in your document, 
double-clicking on the header 
or footer will take you back to 
the mode where you can edit it. 

Note that if you have a 
frame in a special position in 
the header or footer (as in the 
tutorial about ‘migrating’ 
headers on pages 2 and 3), you 
need to dick in the header area, 


frame. Then, when you are in 
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the header area, you can edit 
anything contained in it, 


Editing text 
in Microsoft 
Draw 

This tip is for using Microsoft 
Draw in Word 2.0 for Wmdows 
2.0 and Works 3.0 for Wmdows. 

Tb edit text in a Microsoft 
Draw text box, select the 
pointer tool then double-click 
on the text box. 

The mouse pointer will 
change to an insertion point 
within the text and you’ll be 
able to add to the existing text 
line or delete it 

MOVING THE 
INSERTION POINT IN 
A MICROSOFT DRAW 
TEXT BOX 

Press HOME to move to the start 
ofthe text box. 

Press end to move to the end of 
the text box. 

Press CTRL + <- to move back a 
word at a time. 

Press CTRL+ —> to move 
forwards a word at a time. 

Settingup 
default 
directories 
in Word 6.0 
for Windows 

In Word 6.0 for Windows, you 
can specify default directories 
for documents, pictures, 


a document, do the following: 

1 From the Tools menu, choose 
Options. 

2 Choose the File Locations tab. 
You’ll see a dialog box similar to 
Figure 1: 



3 In File Types choose Documents. 
If you haven’t modified it, .it will 
be pointing to the directory in 
which you installed Word for 
Windows. 

4 To select a different directory, 
choose Modify. The Modify 
Location dialog box appears. 

5 Select the correct directory. In 
the example in Figure 2, it’s 
c:\document 



6 Choose OK 

7 Choose Close to close the 


example, to specify the 
directory that Word goes to by 
default when you open or save 


The next time you start 
Word for Windows, by default 
the directory you chose here 
will be selected the first time 
you choose the File Open or 
File Save command. 

The settings for document 
file types override whatever 
might be specified as the work¬ 
ing directory in the properties 
of the Word for Windows icon 
in the Program Manager. 
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PowerPoint (/) 
Transitions ^ 


If you have created a 
presentation in PowerPoint 3.0 
for Windows, the next thing you 
must make a decision about is 
the effect you will see as you 
change from one slide to the 
next. 

These effects are called 
transitions. The simplest way to 
create transitions for your 
presentations is in the Slide 
Sorter. 

If you have a multiple slide 
presentation cany out the 


1 From the Mew menu choose 
Slide Sorter. 

A Thumbnail’ of the slides 
is displayed, similar to this: 
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2 Click on the first slide you want 
to apply a transition to. 

Remember that the trans¬ 
ition applies when the slide you 
have chosen is displayed. For 
example, you might want the 
slide to ‘dissolve’ into view or to 
appear slowly from the left side 
of the screen or unfold from the 
centre of the screen. 

3 Click on the down-arrow on the 
right-hand side of the drop¬ 
down list box on the Tbolbar. 

All of the transition effects 
that you can apply are listed. 

4 Choose an option, such as 


U 
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Updating 
values in a 
group of 
records 

If you use Microsoft Access, 
you will be familiar with the 
powerful Query facilities 
available. You have probably 
used a Select query, a 
Parameter query or a Cross Tab 
query. But have you taken 
advantage of the Update query? 

An Update query allows 
you to change all values in a 
dynaset by a calculated 
amount. Thus, if you want to 
reduce prices, depreciate the 
value of your assets, change all 
interest rates by 1% or increase 
salaries by 3%, then use the 
procedure outlined below. 

Run a Select Query that selects 
the records you want to update. 
From the Query menu choose 
Update. 

Notice that an Update To 


grid. 

Add the field that you want to 
update to the QBE grid. 

Let’s say that the name of 
the field is Asset Value. 

In the Update lb row for this 
field, type the expression that 
you want to use to update the 
selected records. 

For example, to depreciate 
the values in the Asset Value 
field by 15%, type an expression 

[Asset Value]*.85 
Click on the Run Query button 
on the Toolbar. 


telling you how many records 
are going to be updated. 
Choose OK to run the query. 
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